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AGENDA

* Arlington has a new process for permitting and tracking work in the City’s right of way
* Business Registration through ArlingtonPermits.com

* Application

* Application statuses

* Fee payment
* Maintaining the Contractor List

* How to look up a Business Registration (BR) number

* Keeping the list current




New Process for Permitting and Tracking Work
in the Right of Way

* A contractor doing work in the ROWV is required to have a
current Business Registration

* Contractors working in the ROW wiill be able to maintain
their list of sub-contractors in ArlingtonPermits.com

* Contractors will be able to submit required documentation
online




BUSINESS
REGISTRATION

The City has on an online process for ROW permit

applications through ArlingtonPermits.com

To apply for Right of Way Permits you will need a
Business Registration (BR) available through

ArlingtonPermits.com

Create a Login if you do not already have one in

ArlingtonPermits.com

To begin — Logon to ArlingtonPermits.com. Click on
“APPLY;’ select Registrations and Licenses, click on

“Business Registration”
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MY SERVICES RAZESE RENEW INSPECTIONS PAYFEES SEARCH HELP > wbiane Collier =
Arlington, Texas

@ 2 o @

Select type Input Information ey 1) Click on Agree with terms Option to pay
“APPLY” to

Building Permits navigate to
Apply Page

* Arlington Permits

ARLINGTOM

Health Permits

Land Development

Other Permits

2) Collapse or
Registrations and Licenses 3) ClICk on open section
here

Business Registration @ 6@ BUSineSS Commercial Recycling Collector Permit @ Credit Access Busi
Home Based Business ® Registration” Hotel Occupancy Tax @ Liquor License ®

Short Term Rental @
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2) ROW Contractors

. ‘ will select a Workcode
Arllngton Permits MY SERVICES REMEW INSPECTIONS PAY FE Of Prime or SLIb

Arlington, Texas
- Primes will have

|) Select e Contractors who work

ContraCtor Attach documents Agree wit for them SUbS dO not.
Subtype

ARLINGTOM

Select type

BUSINESS REGISTRATION

Choose Subtype * Choose Workcode

ROW Contractor ~

Business Registration

Sub

General Contractor: You must add the required documents for registering: 1) Valid ID. 2) Certificate of Insurance only if Working in the City Right-of-way
L got issue a license for a General Contractor. Attach electronic copies at the end of process when it states Attachments.

dd the required documents for registering: 1) Valid ID. 2) State |ssued Master Electrical License. 3) State |ssued
ertificate of Insurance. Attach electronic copies at the end of process when it states Attachments.

add the required documents for registering: 1) Valid ID. 2) State lssued HVAC License. Attach electronic copies at the
Bchments.

You must add the required documents for registering: 1) Valid ID. 2) State Issued Master Plumbing License. Attach electronic
process when it states Attachments.

Plumbing Con
copies at the end

Right of Way Contractor: You must add the required documents for registering: 1) Valid ID. 2) Certificate of Insurance. Attach electronic copies at the end
of process when it states Attachments.
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MY SERVICES RENEW INSPECTIONS PAYFEES SEARCH HELP =

Arlington, Texas j

Select type Input Information Attach documents Agree with terms

* Arlington Permits

ARLINGTON

Diane Collier =

Option to pay

BUSINESS REGISTRATION > ROW CONTRACTOR > PRIME

Please complete the following:

REQUIRED: For Contractor Registrations please enter the Company Name and address. For Home Owners
Registration please enter full name and address: *

Acme Contractors

123 Main St. Suite 1234 |) Enter
Business Name
and Address

Arlington, TX 76010

2) Click on

“Next Button”




@ 2 © & O

Select type Agree with terms Option to pay

This is the name that will
BUSINESS REGISTRA be used to identify your UMBER: 2702768 Complete Form, reqU”'ed Items are

N —— business in Public Search marked with a red asterisk.

Mame of Business * Phone Number *

. . 113 ”
reme Contractors LLG 650000 When form is completed, click “Next.
Email Address * Business Address - Street Number *
coyotew@acme.com 123

Address - Street Direction

Registration Information

Is This a 2 Year Registration? *

The fee for one year registration is
$100, two years is $175

Insurance Information

Liability Insurance Expiration Date

Click on icon for calendar.
Date format isYYYY-MM-DD

20211217

Bond Information

Performance Bond Number Performance Bond Date

3243445567 2021-08-27 e
Payment Bond Number Payment Bond Date

rtt343434545 2021-07-23 H
Maintenance Bond Number Maintenance Bond Date -

65495555 2021-06-27 H

When form is completed,
click “Next.”’



Following the
information form in T T— =

Attachments. Click
“Add New’ to add

YOU MUST CLICK ON THE ADD ATTACHMENT BUTTON TO ADD REQUIRED DOCUMENTS AT THIS TIME. Files must be Adobe PDF format. Your registration will not be reviewed until all required
documents are received:

ARLINGTON

Arlington, Texas

* Copy of Current driver's license or other government issued photo ID.

attac h m e nts O r « Copy of Current State-Issued License

* Copy of Current Certificate of Insurance (COI).

.
( o ntl n u e to The COl is required to list the City of Arlington Building Inspections as the Certificate Holder: City of Arlington, Building Inspections, 101 W. Abram Street, MS 01-0241, Arlington, TX 76004-3231

Show| 10 #  entries Filter Table:

L d L] L]
( O n I rl I l aP P I( atl 0 n o Attachment Type Attachment Description File Name Attachment Date Current Version Preview

No records to show

No entries to show

Add New ®

Attachments can be added
after the application is
submitted.

Previous =~ Next

City of Arlington, TX. AMights rederved. % m -




Insert Attachment

Screen.

Existing
attachments are
displayed here.

L

MY SERVICES APPLY RENEW INSPECTIONS PAY FEES SEARCH HELP = wbiane Collier =

Arlington, Texas '

YOU MUST CLICK ON THE ADD ATTACHMENT BUTTON TO ADD REQUIRED DOCUMENTS AT THIS TIME. Files must be Adobe PDF format. Your registration will not be reviewed until all required
documents are received:

* Arlington Permits

ARLINGTON

* Copy of Current driver’s license or other government issued photo ID.
* Copy of Current State-Issued License.
* Copy of Current Certificate of Insurance (COI).

The COl is required to list the City of Arlington Building Inspections as the Certificate Holder: City of Arlington, Building Inspections, 101 W. Abram Street, MS 01-0241, Arlington, TX 76004-3231
Show 10 % entries Filter Table:

Attachment Type Attachment Description File Name Attachment Date Current Version Preview
2) Fill in your
attachment
Description. Do not
user special characters.

Mo entries to show

Previous = Next

3) Click on Choose File button

I) Select Attachment
Type from the to select a pdf file from your

Add att dropdown menu. - _ ose file directory to upload he file to upload. Click

pload Success OK."

on Ope

Attachment Type *

Certificate of Insurance Insurance State Farm Choose File | Certificat of Insurance Example.pdf

4) Click on “Upload Attachment

' w‘ - __._‘._L.mm.-“-” _____ o
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MY SERVICES APPLY REMEW INSPECTIONS PAY FEES SEARCH HELP = “Biane Collier =

Arlington, Texas s T
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ﬁ Arlington Permits

ARLINGTON

o Successfully uploaded Attachment file

System will notify you whether

Attachments .
upload is successful or not.

YOU MUST CLICK ON THE ADD ATTACHMENT BUTTON TO ADD REQUIRED DOCUMENTS AT THIS TIME. Files must be Adobe PDF format. Your registration will not be reviewed until all required
documents are received:

* Copy of Current driver's license or other government issued photo ID.

* Copy of Current State-lssued License.

» Copy of Current Certificate of Insurance (COI).

The COI is required to list the City of Arlington Building Inspections as the Certificate Holder: City of Arlington, Building Inspections, 101 W. Abram Street, MS 01-0241, Arlington, TX 76004-3231
Show 10 % entries Filter Table:

Attachment Type Attachment Description File Name Attachment Date Current Version Preview

Certificate of Insurance Insurance State Farm Certificat of Insurance Example 2021-08-19 09:20 Yes Preview

Showing page 1 of 1

Preview allows you to
download and view your files.

Click “Add New”

®
to upload

another file.

Click “Continue” when you Continue

have completed uploading files.




System will display the “Attachment List” again and allow you to add more files. Click “Next” to continue.
e

*Arllngton Permlts MY SERVICES [\dxN@ RENEW [INSPECTIONS PAYFEES SEARCH HELP = Diane Collier =

ARLINGTON .
Arlington, Texas
= B
Select type Input Information Attach documents Agree with terms Option to pay

BUSINESS REGISTRATION > ROW CONTRACTOR > PRIME > APPLICATION NUMBER: 2702723

Attachment Instructions

YOU MUST CLICK ON THE ADD ATTACHMENT BUTTON TO ADD REQUIRED DOCUMENTS AT THIS TIME. Files must be Adobe PDF format. Your registration will not be reviewed until all required documents are
received:

« Copy of Current driver’s license or other government issued photo ID.

« Copy of Current State-ssued License.

« Copy of Current Certificate of Insurance (COI).

The COI is required to list the City of Arlington Building Inspections as the Certificate Holder: City of Arlington, Building Inspections, 101 W. Abram Street, MS 01-0241, Arlington, TX 76004-3231

Attachment List
Attachment Type Attachment Description File Name Attachment Date Current Version Download
Certificate of Insurance Insurance State Farm Certificat of Insurance Example 2021-08-19 09:20 Yes

Showing page 1 of 1

Add Attachment

—
-hi @ Citv Af Arlinatan TY All ricnhte recarnad




Click green button,“l Agree,” to submit application.

-

MY SERVICES AduN@ RENEW INSPECTIONS PAY FEES SEARCH HELP = “Diane Collier =

Arlington Permits
&7

ARLINGTO .
P Arlington, Texas
Agree with terms Option to pay

Select type Input Information Attach documents

BUSINESS REGISTRATION »> ROW CONTRACTOR * PRIME > APPLICATION NUMBER: 2702723
Please Confirm the following details:
| hereby certify that | have read and examined this application and know the same to be true and correct. All provisions of laws and ordinances governing this type of work will be complied with

whether specified herein or not. The granting of a permit does not presume to give authority to violate or cancel the provisions of any other state or local ordinances regulating construction, the

. . (13 " .
Clicking “l Agree” will

submit your application.

performance of construction or the use of any land or buildings.

Clicking “l Disagree”

will void your
application. To reapply,

start over.
e I S 4

\ - “@ City of Arlington, TX. All rights reserved.




Successful
Application

Your application is ready
for review. You may be
notified to submit
additional information. Fees
will be billed at the close
of the review process.

Arlington Permits e
a8 d My SERVICES USSR RENEW INSPECTIONS PAY FEES SEARCH HELBi=.. Diane Collier =
Arlington, Texas :

o 24 © o 5]

Select type Input Information Attach documents Agree with terms Option to pay

BUSINESS REGISTRATION > ROW CONTRACTOR > PRIME > APPLICATION NUMBER: 2702723

Application Statement

Application Details

Number: 2021 048974 000 00 BR

Type:

Description: Acme Contractors(Diane Collier)

Status: Pre-Application

PAYMENT DETAILS

Registered User: Diane Collier
Email Address:

Current Date: 2021-08-19
Amount Due: $0.0

Interim Receipt Date: 2021-08-19

Apply for another permit




APPLICATION STATUS

* Pre-Application — Application has been successfully submitted

* Application Incomplete — Additional information required.You should receive an email

stating what additional information is required.
* Pending — Additional information has been received for review.

* Pending Payment — Application has been approved. Fees can be paid through

ArlingtonPermits.com.

* Active — Business Registration is complete, and fees have been paid.




Application Status of your BR is listed on My Services, in the My License and Registration section.
_—

(NN (e APPLY RENEW INSPECTIONS PAY FEES SEARCH HELP = ‘biane Collier

sAZ Arlington Permits

ARLINGTON

Arlington, Texas

Shown below are the permits you have applied for. Click on the Permit Number link to view the details for that permit

My License and Registration AP PI | Cat| on
Status

Show 10 % entries Filter Table:

Permit Number License Type Name Status Expiry Date Balance

21 049023 000 00 BR Business Registration-SC Contractor Acme Contractors(Diane Collier)  Pre-Application $0.00
Business Registration-Fire Alarm Confractor Acme Contractors(Diane Collier)  Pre-Application $0.00
To view BR, click on Business Registration-ROW Contractor Acme Contractors(Diane Collier)  Pre-Application $0.00

Number Business Registration-ROW Contractor Acme Contractors(Diane Collier) Active 08/24/2022 50.00
Business Registration-ROW Contractor Acme Contractors(Diane Collier)  Pre-Application $0.00

Business Registration-ROW Contractor Acme Contractors(Diane Collier)  Pending Payment 5175.00
Business Registration-ROW Contractor Acme Contractors(Diane Collier)  Pre-Application $0.00
21 048972 000 00 BR Business Registration-ROW Contractor Acme Contractors(Diane Collier)  Pre-Application $0.00
21 048971 000 00 BR Business Registration-ROW Contractor Acme Contractors(Diane Collier) Active 08/18/2022 50.00
21 048970 000 00 BR Business Registration-General Contractor Acme Contractors(Diane Collier) Active 08/18/2023 50.00

Showing page 1 of 5

Previous - 2 3 4 5  Next



To add attachments to your existing application, open the BR and navigate to the Attachment List.
Click on the Modify Attachments button. Adding an attachment will work the same as shown in the

initial application.

kArllngton Permlts MY SERVICES APPLY RENEW INSPECTIONS PAY FEES SEARCH  HELP = DianeCoIier‘]

ARLINGTO .
S Arlington, Texas

Permit Summary

Public Service Provider Information

Associated People

Processes

Attachment List

Show 10 + entries Filter Table:

Current Version Download

Attachment Type Attachment Description Attachment File Alias Attachment Date
No records to show

No entries to show

Modify Attachments

Previous = Next

Click on “Modify Attachments”
to upload additional files.

Fees and Payments

Show 10 % entries Filter Table:

Fee Description Balance Fee Amount Payment

i Showing page 1 of 1
L}
Previous Next

Total Fees: 50.00




To Pay Fees.

ﬁ Arlington Permits

MY SERVICES A
ARLINGTON

Arlington, Texas —

My Fees

Press the "Add To Cart” button for each Fee you wish to pay.

Show 10 = | entries

Permit Group (@ Address Status

2021-048974-BR
Planning & Development Services Acme Contractors(Diane Collier)
2021-048739-BR
Flanning & Development Services

Diane Bowen Collier{Diane Collier) Pending

Showing page 1 of 1

l) Select “PAY

i 2) Click “Add to Cart” S175.00 -

e

PRS2 SEARCH HELF ~ *

Diane Collier =

3) Proceed to cart, click
“Review Shopping Cart”

Review Shopping Cart

Search Fees

Filter Table:

Fee Description Fee Amount

5175.00 In Cart

Previous Mext

Business Registrations




L §

Arlington Permits ® o :
MY SERVICES APPLY RENEW INSPECTIONS PAYFEES SEARCH HELP ~ Diane Collier

ARLINGTON .
Arlington, Texas G & Sh R C
Shopping Cart Permit Group @
Clear Cart
Planning & Development Services
Filter Table:
Permit Number Permit Group Address Status Fee Description Fee Amount Remove from Cart
2021-048739-BR  Planning & Development Services Diane Bowen Collier(Diane Collier)  Pending Business Registrations [P Remove from Cart

Total: $175.00

I) Click “Go To Checkout” Go to Checkout

‘
MY SERVICES APPLY RENEW INSPECTIONS PAYFEES SEARCH HELP ¥ ?
Arlington, Texas =

ﬁ Arlington Permits

ARLINGTON

Diane Collier ~

b, TN

Total Amount to Pay: $175.00

2) Select ACH or Credit il
Card

ACH Transaction rom a bank account, you must communicate with your bank to authorize these payments.

Credit Card
ions. To ensure your debit payments are successful, you should:

1. Speak with your bank before setting up a debit payment.

2. Provide the ACH Company ID and name below to your bank for the type of payment you need to make.

Biller Group Biller ID Name ACH Company ID
ATX CCS  Code Compliance Services E756000450
ATX FPD Fire Prevention Dept. Inspections F756000450
ATX PAP  Police Alarm Permits G756000450
ATX PMT  Planning & Development Services H756000450

Note: If you don't provide the ACH Company ID and name, your bank may reject the payment and the City of Arlington may send you a bill for the amount due,
including penalty and interest

3) Go to Bank Payment Page



MAINTAINING THE SUB-CONTRACTOR LIST

* Sub-Contractor lists will be maintained on the Business Registration (BR) on

ArlingtonPermits.com

* You will need the contractor’s City Registration number (BR Number) to include the

company in your list. Registration Number is available for look up on ArlingtonPermits.com

* The contractor list includes start and end dates. To indicate when a contractor is no longer

authorized to work on your projects, add an “Authorized To” date. Dates can be modified.

* Contractor list is only available on Active BRs

 Contractors can not be deleted




Arlington Permits

ARLINGTON c
' Arlington, Texas

*NOTE: This site will only
download the entire set of

Locate a Business SearclYror a Contractor

These search results are limited by the following criteria:

rmatted file.

*  Will return only currently "Active” Contractors

*  Youmust use at |g

Contractor Name
3) Enter a
portion of

Business Name Contractor Type

acme

Search for a Permit

MY SERVICES APPLY RENEW

t 200 records returned from a search. If more records are returned a download b

City Registration Number Lookup

Clear Search Criteria

INSPECTIONS PAY FEES

HELP = Diane Collier «

-

l) Select

SEARCH

Fire Inspection Status

Commonly Requested Information

v 4) Option to
add a filter to

your list

Show 10 4 entries

Business Name Address Contact

ACME 007 123 main ST Arlington 76010 MARY CLEMENTS
Acme Contractors LLC 1224 0AK CT ARLINGTON 76010 DIAME COLLIER
ACME ONE 6655 first ST Arlington 76010 DIAME COLLIER

5) Note the Registration
Number in format

Y Y- XXX XX
Example 21-04874 |

Filter Table: ‘ |

Registration Number

2021 048741 000 00 BR
2021 048970 000 00 BR
2021 048740 000 00 BR




Select BR from My Services (Slide 16), in the My License and Registration section. Scroll down BR to Contractors
Section.

Previous Next

Contractors

Contractor’s List

Show 10 % entries

Filter Table:
Business Name Contact Name City Registration # Email Address Authorized From Authorized To
Mo records to show
No entries to show
Click
Add/Modify “Add/M od ify” Please add your list of contractors who will be authorized to do work on your behalf in the City of Arlington's Right-of-Way.
F rom B R Contractors

Business Name

Contact Name

City Registration #

Email Address Authorized From Authorized To
Mo records to show

[ Ao | Click “Add”
On BR

Continue




COMPLETE
CONTRACTOR FORM

Business Name

Contact Name, City Registration, and Email Contact Name *
Address are required Jay Smith
City Registration Format is Y Y-XXXXXX oy Registration®”
21-049011
* Example, if BR is “2021 049011 000 00 BR” il Address -
you would enter 21-04901 | jsmith@nonesuch.com
“Authorized From” and “Authorized To” date Authorized From @
format is YYYY-MM-DD, click on icon for
Authorized To @
calendar

Click “Save” when complete

System will auto fill Business Name based on

City Registration # sove_



e

Arlington Permits w® o ‘
MY SERVICES APPLY RENEW INSPECTIONS PAY FEES SEARCH HELP ~ Diane Collier =
Arlington, Texas -

ARLINGTOMN

o Sub-Contractor successfully added
@ August 2021

Su Mo Tu We Th Fr Sa

25 26 27 28 29 30 31
1T 2 3 4 5 6 7
8 9 10 11 12 13

System will notify you when your

' in's Right-of-Way.
Contractor is successfully added.

Please add your list of contractors who will be authg

Contractors

15 16 17 18 19 20

22 23 24 25 26 27 28

Business Name ﬁ::::“ ﬁlt',rRaglstratmn Email Address Authorized From C29030 31 1 72 3
CITY OF ARLINGTON(CLAUDIA Diane Collier ~ 21-048792 08/09/2021 HH

STEWART)

Click “Add”
enter next Dates can be changed,

Contractor other information can not

Click Icon for pop
up Calendar,

When finished adding
Contractors, click
“Continue”




CONTACT:

QUESTIONS STUART YOUNG

STUART.YOUNG@ARLINGTONTX.GOV

817-459-6581




